Approved For Release 2001/07/16 : CIA-RDP80-00679A000100020007-8

[N

TAB

Approved For Release 2001/07/16 : CIA-RDP80-00679A000100020007-8



CAIFIDEGTIAL
B67BA0001 0@0007-8

18 Pebruary 1953

e

vl Approved For Releasg ;901/07/&"@9"@1&& Rt

PERS(ENEL DIRECTOR MEMORAIDUN 1O, 5-53
SUBSEGT:  Preparation of Employes Resord Cerds 25X 1A
rerEREroEs  CX4 Notico [ deted 28 Jamery 1953

L, in gempilance with paragraphe 2 and 3 of refarenced Notins, the
apmroprlets Perscamel Division (Owart op Covert) will Anitiate the
Rosaed Oavd (OF 4b) on employess entering on duty. The OF 4b will he
ransuitiod to the gaining office afber its initial Ireparation Yty the ajp.
jropriate Trausactions ond Recosds Braush. Uhem roparing nov farms OF ib,
the Transactions and Records Branches will type in the following datas
fame of employee in Item Ho. 1.

b, Dste of birth in Ttem No. 5.
o, Veterans profarerse in Ttem Ho, 6.
. CBC status in Téen Ho. 9.
¢, Hass in Tten No. 12,
Recard of initisl porscwmel setion in Tiem No. 17, 18, 19, 20, 21,
Prdnt (in peneil) the following date:
#. Home adidress and telaphone mamhar, Ttem Noo 4.
B, Marital stoatus, Idem No. 8.
@  Emerpency eddresses, Item No. 10.

2. Ibe Persumel Divisiors (Overt and Covers) will transmit BYL G
meopriete mmbar of soples of "Xnstrustions for the Establishment and Madne
temarse of Baployee Record Files", attached, to sdministrative and pearacginel
afficars in the arganizations serviced by them. In additiom, it my bs do-

sirable to arrangs meetings with edministrative and parsonnel officems foap
i parpose of olarifying questicns o woblome whish arise,
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Instyuations for BEatedlishment and Mainterance of Employee Recard Filaa,
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